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PORTCHESTER

COMMUNITY CENTRE



Portchester Community Centre Ltd Westland’s Grove, Fareham. PO16 9AD
Telephone: 023 9232 1787 Charity No.1150814
Occasional Booking Form
	Name of Hirer
	

	Address of Hirer
	

	Contact telephone number                                                
	                                                                              

	Email address


	

	Facilities Required 

(Please circle)
	MAIN HALL
	GARDEN ROOM
	WEST WING


	PARK ROOM 


	PRE SCHOOL


	MAIN HALL & GDN ROOM COMBINED 

	DATE OF EVENT
	EVENT 


	START TIME (including your set up time)

                           
	FINISH TIME (including your pack away & clean up time)  

	Birthday Parties
	DISCOUNTED BIRTHDAY PARTIES ARE NON-REFUNDABLE UNDER OUR CANCELLATION POLICY
Full payment of hire taken at time of booking 
A further £50 incidental costs deposit per room hired will be taken 30 days prior to the event unless booked within 30 days then it is to be paid at the time of booking.

	Main Events

Christmas parties/ weddings/engagements/Mendhi
	A NON-REFUNDABLE £100 will be taken to secure the booking. 

Remainder of payment due 120 days before the event unless booked within 120 days then it is to be paid at the time of booking. With a further £50 incidental costs deposit to be paid per room hired 
Cancellation Policy £100 non-returnable deposit 

	Other Room Hire (Non-Party)
	A NON-REFUNDABLE DEPOSIT OF £50.00 per room taken at time of booking. 

A further £50 incidental costs deposit per room hired will be taken 30 days prior to the event unless booked within 30 days then it is to be paid at the time of booking.
Event to be paid in full 30 days prior to time scheduled. 

	Please give an indication of the number of guests
	Approx. number of adults  
	Approx. number of children 

	If members of your group are under 18 years of age or can be classified as vulnerable, are you satisfied that you have adequate safeguarding measure in place? Please tick box
	Yes
	No

	It is important that you advise us of any entertainment and catering being provided. (Section 21)

We do not allow any naked flames, fog, haze or smoke machines, no fake snow machines or bubble machines.
In addition, a one-off admin fee of £15.00 will be charged for any outside entertainment with every booking.

Companies supplying soft play, magician/entertainer, DJ, catering & decoration must have public liability to the sum of £5 million pounds. 
(Section 24) Please provide details of company you will use.
                                                  _______________________________________________________________________
Companies supplying Bouncy castles/inflatables must have public liability insurance to the sum of £10 million pounds.   (Section 25) Please provide details of company you will use.                                           
EXTRA REQUIREMENTS NEEDED? Please tick box Please provide further details that will assist us in meeting any additional needs, , tables/chair/facilities etc
How many tables?                                                                       How many chairs?
Kitchen (for full catering use including heating food please provide a copy of the Food & Hygiene Level 2 Certificate)
£50.00

Stage

£20.00

Urn with 25 cups and teaspoons

£10.00

Extra cup with teaspoon (each)

£0.25

Total of Extras =

£



	Please note, should you wish to bring in a paid bar or sell alcohol on the premises as part of your event or function you will be required to apply for and present a license from Fareham Borough Council. You are permitted to bring your own alcohol onto the premises without a license if it is not bought or sold during the event.

IF YOU WISH TO SELL ALCOHOLIC DRINKS AT YOUR FUNCTION, PLEASE COMPLETE SECTION A

IF YOU WISH TO SUPPLY ALCOHOLIC DRINKS, WITH NO SALE (INCLUDING TOKENS) PLEASE COMPLETE SECTION B

IF THERE WILL BE NO ALCOHOLIC DRINKS AT THE FUNCTION, PLEASE CONTINUE TO POINT 1-6 OVER THE PAGE.

If you have answered yes, please give details of the licensee. 

NOTE: As part of the Terms and Conditions of your hire Alcohol must not be supplied to any person/persons under the age of 18 years.

Section A - I wish to apply for permission to arrange for an outside licensee to apply for an occasional licence on our behalf.

Signed …………………………………………………….           Date………………………………

Please state name of licensee…………………………………………………………
Section B - I confirm that no sale, in any form whatsoever; of alcoholic beverages will take place at this/these functions(s).

Signed ……………………………………………………. Date………………………………


	Please tick to indicate your understanding of the following
	√

	1. I have read and accept Portchester Community Centre “Conditions of Hiring”, attached GDPR Privacy Notice, payment conditions, cancellation policy, Fire Evacuation Policy, Health and Safety Policy and Covid-19 risk assessment and agree to abide by these, and any special conditions communicated to me.
	

	2. I enclose a copy or copies of appropriate qualifications held by the person(s) running the activities (where appropriate) in support of this application.
	

	3. I understand that there will be a minimum charge unless there is a concurrent hire.
	

	4. I am over 18.
	

	5. If working with children or vulnerable adults, appropriate safeguarding arrangements must be in place; I have read and understood the Portchester Community Centre Ltd Safeguarding Policy and understand my responsibilities as a hirer.  I have provided the centre with the DBS details of all adults working within the group.
	

	6. I enclose a copy of the group’s public liability insurance. We will not accept any entertainers if the PLI is under the minimum amount required as below. 
Soft play, magician/entertainer, DJ, Caterers, party decorators (minimum £5 million). 

                  Inflatables /Bouncy Castles (minimum of £10 million). 
	

	7. I understand it is my responsibility at the end of the hiring, the hirer shall be responsible for leaving the premises, and surroundings in a clean and tidy condition All waste e.g., food, bottle, cans packaging etc. to be removed from the premises or the incidental deposit will be forfeited.
	  

	Full name (print)
	

	Signature
	                                                                                       Date  


BY SIGNING ABOVE, YOU ARE AGREEING TO THE TERMS AND CONDITIONS OF HIRE AT PORTCHESTER COMMUNITY CENTRE
We ask you to pay attention to good practice regarding single use plastics which includes plastic straws, disposable gloves, glitter, plastic gems, metallic confetti, and other items which are not suitable for use by responsible citizens.
Payment Conditions

· All charges shall be paid direct to Portchester Community Centre. Payments must be made in advance. Cheques made payable to
 Portchester Community Centre Ltd
· It is important that any queries or problems with payments are brought to our attention immediately.

· All hirers must sign and adhere to the cancellation policy.

	Cancellation Policy charges

	Children’s Birthday Parties
	Non-Refundable

	Wedding Reception
	£100 non-returnable deposit.

Less than 120 days’ notice 100%

	Other Room Hire.

£50 booking deposit is non-refundable.
	60 – 30 days’ notice 50%

	
	Less than 30 days’ notice 100%


TOTAL COST OF HIRE
	Room Hire
	£
	
	

	Total Extras
	£
	
	

	Admin Fee for outside entertainment £15.00
	£
	PLI Received YES / NO
	

	Incidental Costs Deposit
	£
	
	

	Total to pay
	£
	
	

	Payment Made    Date
	£
	Cash/Card/BACS
	Balance £

	Payment Made    Date
	£
	Cash/Card/BACS
	Balance £

	Payment Made    Date
	£
	Cash/Card/BACS
	Balance £


The Centre Management may, at their discretion, retain all or part of the incidentals cost payment charged if any of the above conditions are not met and the user will be further responsible for any additional costs incurred for replacements, repair of damage, extra cleaning or other expenses incurred by the hire.
	OFFICE USE ONLY 

Entered on system.?
	Today’s date
	By 

	In diary for rota amendment?
	Today’s date
	By 

	Additional Notes 



